TAU BETA PI 


TREASURER 


As soon as possible after your election 


These items are high priority after being elected. The previous Treasurer should be 
able to help you get in contact with the people listed below. 
1. Get access to the TBP website 
a. Contact previous President or current President and/or go to: 
Passwords - Google Sheets 
b. https://www.tbp.org/TBPelig/ (as of 9/2021) 
2. Meet the Tau Beta Pi Advisor 
a. As of 9/2021 
i. Andy Fund 
ii. 1093 Fiedler Hall 
iii. (785) 532-5592 
iv. andyfund@k-state.edu 
3. Meet the Assistant Budget Fiscal Officer 
a. As of 9/2021 
i. Chassy Nichols 
ii. 1048 Rathbone Hall 
iii. (785) 532-5464 
iv. chassy@k-state.edu 
4. Read the officer handbook 


a. https://www.tbp.org/off/OfficerHandbook.pdf 


During the summer or very early in the fall 
5. Submit form 990-N to IRS 


a. Due October 15th at the latest! Try to submit by September 15! 
b. https://www.tbp.org/off/IRS990-N.cfm (as of 9/2021) 
c. Make an account 


d. Get EIN from the TBP website: https://www.tbp.org/TBPelig/ 


i. Find login information here: Passwords - Google Sheets 
ii. goto Chapter Info, then Chapter Information 
e. Fill in your information 


i. Use previous financial reports to fill in the information 
TBP Officer Website 

Other reports 

Financial Reports 

Click the most recent one and open it 


ae 


f. Send the final report to HQ at tob@tpb.org 


6. Go to DSO budget meeting with as many officers available 


a. Generally in the middle of September, contact the chapter advisor for 
details 

b. They will give you the form to submit to receive funds 

c. Engg Policies Website (9/2021) 


i. https://engg.ksu.edu/student-success/organizations/policies 


7. Create a budget and submit it before the priority deadline 


a. This is how we get extra funds to do things like social events 


During the semester 


1. 


Send Fiscal Officer all TBP statements, even if they do not have any charges 
due 
Send Fiscal Officer all receipts with pay request attached 

a. This includes, but is not limited to, pizza for Highway cleanup, supplies 

for KS Hill, banquet food, banquet room, mailings, etc. 

Actively manage the budget and voice concerns if they arise. COVID gave our 
chapter a nice buffer of backup savings, but do not rely on that to save you 
from running out. Try to use as much money from the College as you can. 
Fill out the Financial Report with any updated information at the end of the 
school year 
Keep this document and the Roles & Responsibilities of the Treasurer 
document up to date 


